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Using the DRS Web-Based Services

Logging on for the First Time

1.

2.

From the Logon screen,
type your user ID and
password and click OK.
Your user ID and
password are provided to
you by DRS. The
password is case
sensitive and must be
typed exactly as written.

Note: The URL address
for the Logon screen is:
https://fortress.wa.gov/drs/
eservices/

Read and accept the
Web Access Agreement.
The access agreement
spells out your
responsibilities when
using the DRS electronic
services. Read through
the agreement. At the
bottom of the page, click
Accept.

Electronic Services

Logon
Enter your User ID and Password then click OK to logon

LOGON
User D |
Passward

Trouble Logging On?
If you are having trouble logging on, please be aware of the following

s You must have been issued a user ID and password by DRS before you can log on. Contact

Washington State Department of Retirement Systems
Web Access Agreement

Please read this Agreement hefore accessing the web-based, electronic services (hereafter referred to as
Serices) maintained by the Washington State Department of Retirement Systems (hereafter referred to
as DRS). This Agreement is entered into between DRS and each individual or entity (hereafter referred to
as the User) who accesses andéor uses these Services

These Services are provided without charge. They are owned and operated by DRS and are available to
the User through the World Wide Web. They may contain retirement information, text, graphics, links,
art, anirnations, forms, audio, video, software, and other material and data formatted, organized, and
collected in a variety of forms generally accessible to the User.

Usage

Unon authorization, DRS will provide the User with limited, online access to these Semices for reviewing,
updating, and submitting electronic data relevant to retirement system reporting. The User may request
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Using the DRS Web-Based Services

3. Change the initial logon =
password. &
Type the password you g | ;
received from DRS in the
Current Password box.
i Change Password
Come up with your own o
password that meets the Ynur. password has expired. You must change your password before you can access your
. . sernvices.
specific requirements. |
Type it once in the New
. Current Password l—
Password box and again e —
il’l the COl’lﬁI‘l’n Password Confitm Password:
box. Click OK. (A box Cancal
Wlll dlsplay tO Verlfy the Password Reauirements: =l
change. Click OK again.)
4. Access the applications r
from the My Services EBﬁwc '
screen. g =~ &
The My Services screen
lists all the applications ;
. My Services
you have been authorized
to use They are hsted Welcome Ozzie Nelson
alphabetically. To access | Zticeyau e koo vee femthe ot bolony o
an apphcatlon’ Cth on « Electronic Payments
3 1 « Member Reporting Yerification
the approprlate hnk' » WWeb Based Employer Transmittal _
To ensure information is kept secure, when you're finished using these services please
click the EXIT button to log off, then close your browser
=
7/23/2003 Page 2



Using the DRS Web-Based Services

Checking an Employee's Retirement Membership

1.

Access the Member
Reporting Verification
(MRYV) application.
The main screen is called
Member Search. The
radio button for
Membership will be
selected by default. Type
a Social Security
Number, select your
organization (if it is not
shown), and click the
Search button.

If the employee has NO
prior retirement
membership...

You will see a message
that says no retirement
membership history was
found for this individual.
If the employee has been
hired into a retirement-
eligible position, you will
need to report him/her on
your transmittal.

[
s Washington State Department of Retirernent Systems
{ MEMBER REPORTING VERIFICATION Iy Senices
Member Search
Member Search gtﬂ
Exit
Select One: san l‘—
" Eamings
# Membership Organization: | MARTHA CITY OF =
Flease select the earnings or membership radio button, enter the employee's S5M and select the appropriate organization (if
necessary). Click the Search button to display results
Employer Support Services
1-B00-547-BB57 ext. 47200; or 360-664-7200, option 2'
drsemployendrs.wa. goy
Manday - Friday, 8:00 AM - 500 PM (PST)
|
. [
s Washington State Department of Retirernent Systems
{ MEMBER REPORTING VERIFICATION Iy Senices
Member Search
Member Search ?f
Exit
SEARCH RESULTS
No previous membership history found for this social security number.
Select One:
SEN: [111224444
" Eamings Search
& Membership Organization: | MARTHA CITY OF =
Flease verify that the Social Security Number is correct
s [fthe Social Security Number is not correct, resubmit the search.
» [fthe Social Security Number is correct, please click on Help above for information about reporting new mermbers in a
retirermnent systam
Employer Support Services
1-800-547-6657 ext. 47200; or 360-664-7200, option 2'
drsemployen@idrs wa goy
Manday - Friday, 8:00 AM - 500 PM (P3T) -
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Using the DRS Web-Based Services

3. If the employee haS pl'iOl‘ n Washington State Departrment of Retirement Systems =
. # MEMBER REPORTING VERIFICATION Iy Services
retirement Member Search
. Member Search Halp
membership... —
. . SEARCH RESULTS
The screen will display
membership details such | seiectone: N
. " Eamings
as the retirement system & Membership Organization: |MARTHA CITY OF =
and plan, the entry date,
the retirement date, and
.
the withdrawal date. If the SystemiPlan PERS 1 Actve
. . Entry Date: 07/01/1962 Retire Transfer:
employee IS a member ln Withelr e SERS Conversion:
more than one retirement
Prior Employment History with MARTHA CITY OF
system, the most recent Depthumber  Ben End
membership will be listed il o i
ﬁrst. If the employee has The infarmation about this Social Securty Nixdersis based o empl yeent Ristory eoeived 0y ORS via fansaial eports and car change.
: . Fmnlowar Sunnn t Sansirac LI

prior employment history
with your organization,
the begin and end date for
each employment period
will also display.
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Using the DRS Web-Based Services

Verifying an Employee's Retirement Earnings

1. ACCCSS the Member s Washington State Department of Retirernent Systems 4
. . . | MEMBER REPORTING VERIFICATION My Senices
Reporting Verification Merber Search
. . Member Search Help
(MRYV) application. —
The main screen is called
Member Search. The Select One: —
. " Eamings st |
radio button for D s Organization; | MARTHA CITY OF »
MemberShip will be P lect the eamil bership radio b he empl SSN and select th {if
. ease select the earnings or membership radio button, enter the employee's and select the appropriate organization (i
selected by default. Cllck necessary). Click the Search button to display results
on the Earnings radio
button, type a Social e ot 200, g 2
] rsemployen@drs.wa. gow
Securlt}’ Number, select ﬁdnndayl , Fridady‘ 00 AM - 500 PM (PST)
your Orgamzatlon (lf 1t 1S
not shown), and click the
Search button.
|
2. If the employee has 5 Washington State Department of Retirement Systems - =
) MEMBER REPORTING VERIFICATION My Senices
3 1 J Merber Search
retirement .earl.nngs at Member Search ta
your organlz‘atlo‘n... SEARCH RESULTS =
The screen will display
earnings reported for the Seloct One: _
g p ) & amings ssh: [11122333
ernployee. It Wlll not " Membership Organization: | MARTHA CITY OF =l
dlsplay carnings data that SSN: 111-22-3333 Sys/Plan: Eachikd| Name: WOODS, NORWEGIAN A
1s more than 24 months ear: EXER| View By: Expand Al Morths
Earn Mo/Yr Compnstn Mbr Contr Hours Status Type
old unless the employee 0172003 » £,232.00 37392 160.0 A ic]
. 02/2003 ¥ B,232.00 7392 180.0 A 03
earnings have been 0372003 6.232.00 7302 16010 A 0
K X 04/2003 £.232.00 37392 164.0 A s}
retrieved from arghlves. L2003y 523200 Wmo w A = |
(See step 4.) It will not ol
. . 09/2003
display earnings reported 102003
. . 11/2003
by other organizations. 1272003
Total 31,160.00 1,869.60 832.0 RptGrp: 5017 o
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Using the DRS Web-Based Services

3. If y0u want to Change \Washington State Department of Retirement Systems . =l
. . MEMBER REPORTING VERIFICATION Iy Services
the earnings display... Member Search e Searh
Exit
The screen all(.)ws'you to CEARCH RESULTS
view information in
different ways. oz O ssn [z ——
0 amings Barci
e Use the Year drop_ € Membership Organization: [MARTHA CITY OF =
down to view data for SSN: 111-22-3338 Sys/Plan: FESERIM| Name: WOODS, NORWEGIAN A
a dlfferent year. Year: M TN Calendar Yr v Caollapse All Months
. E Mo C st Mbr Contl H Stat T
« Usethe View By drop- | "iime e o lme e |
down to change to or S — — T —
TOMm a calendgaar ar Trao!?zc;:ggg Rmo?flgufgg £,232.00 373492 160.0 A 03
0 calc ye 2 03/2003= 6,232.00 37392 160.0 A 03
f' l h 1 Transct Date Rpt Mo/¥r ’
15Ca yeara Oor schoo 03/27/2003 03/2003 623200 arasz 160.0 A 5]
. 04/2003~ 5,232.00 37392 184.0 A 03
ye'ar VIEW. "EZ“SEE'.EZ R"Ex;nf;a' £,232.00 37382 184.0 A 03
» Click the Expand All e w0 L, |
button to show details
for all months, or click
on a given earning
month to show details
for that month.
4. If the employee haS ‘Washington State Department of Retirement Systems =
. . MEMBER REPORTING VERIFICATION iy Services
earnings data for prior Member Search Hemer Seareh
Exit
years... . . SEARCH RESULTS
Select Prior Yrs in the
Year drop-down list. You | setectone: N
. . . I
will see information s ;Z:ES;NF Organization: | MARTHA CITY OF | ﬂl
abopt requeStlng a SSH: 111-22-3333 SystPlan: [EEEERIS| Name: WOODS, NORWEGIAN A
retrieval of earnings voar: TR
lnforrnatlon Clle on the Eamings information for this individual has been archived for prior years. To request to have this information retrieved from archives,
. . LR send an e-mail to drsermployen@drs.wa.gow . Please be aware that information sent via e-mail can be viewed by others
e-mail link to initiate the
. Mo earnings information is available online prior to 1975, If you have need to retrieve earning detail for an earning period prior to
request. OHCG eamlngs 14975, please contact Employer Support Services for assistance.
haVe been retrleved, you Note: If a request is made prior to 10:30 Ahd, data will be retrieved by 2:00 PM that same day. If a request is made after 10:30
th 1 t t AN, data will be available by 5:00 AM the following business day.
can use tne application to s
Empl Si Servi
VieW the employee's full w‘fgnpn-ﬂ%?aaui;paw afznuﬂm';:ensr FE0-5E4-7200, aptian 2 E
earnings history for your
organization.
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Using the DRS Web-Based Services

5. If the employee is a
Plan 3 member...

You will see a button for
Member Contributions.
Click on the button to
display a pop-up window
that shows the defined
contribution amounts that
have been reported for
the employee. The
information is displayed
by transaction date with
the most recent date first.

If the employee has NO
employment history at
your organization...
You will see a message
that says this individual
has no earnings history
with your organization. If
this doesn't seem right,
check the SSN as maybe
it was typed incorrectly,
then resubmit the search.

MEMEER REPORTING VERIFICATION

Member Search

SEARCH RESULTS

Washington State Department of Retirement Systerns A

Ily Senices |
Mernber Search

2 Member Reporting Yerification - Microsoft:

Jlee Edit View Favortes Tools Help i

SSN: 555- 44- 3333 Bl
Name: FIELDS, STRAWBERRY

Select One: SEh: E T .
& Eamings b ransct Date  Contribtn Type Amount  Invst Program
f 070172003 Taxed §141.95 SELF
" Membership oganizator: [ (150 Toeee §141.45 SELF
SSN: 555- 44- 3333 Sys/Plan: k|
Yean: M View By: EEEICEIRIh MI
Earn MoAYr Compnstn “
01/2003 2,794.99
02/2003» 2771.00
0372003 » 294550
04/2003 2829.00
05/2003 0 2,829.00
06/2003 » 2,835.00
07/2003
08/2003
09/2003 =l
10/2003
11/2003
12/2003
Total 17,008.49 1001.0

Rpt Grp: 5017 =

;I
% Washington State Department of Retirement Systems
| MEMBER REPORTING VERIFICATION My Semices
/ Mermber Search
Member Search Eﬂ
Exit
SEARCH RESULTS
The requested Member has no history with the selected Employer
Select One:
SN (111223344
* Eamnings Search
@ i Organization: |MARTHA CITY OF =l
Employer Support Services
1-800-547-6657 ext. 47200; or 360-864-7200, option 2'
drsemployen@drs.wa. gow
MWonday - Friday, 8:00 Alt - 5:00 PM (PST)
|

7/23/2003
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Using the DRS Web-Based Services

Submitting a Deferred Compensation Report

1. Access the Web-Based
Employer Transmittal

) Washington State Departrment of Retirerment Systerns
i VWEB-BASED EMPLOYER TRANSMITTAL (WBET)

Employer Transmittal Report Listing

My Services
Report Listing
Help

Exit

(WBET) application.
The Report Listing
screen lists DCP reports
first, then regular
retirement reports, then
correction retirement
reports. Click the Select
button next to the report
you want to work with. It
will take a few seconds
as the application
downloads data.

2. Use the Change Report
screen to view changes
from the last report.

If a new participant has
enrolled in DCP or an
existing participant has
requested a deferral
change, you are notified
of the change on this
screen. You will see the
new deferral amount and
the effective pay date. If
there have been no
changes since your last
report, a message will
show that.

Organization: |MARTHACITY OF |

The reports below are available for your arganization. Click the Select button to the left of the report to begin

Rpt Group  System Rpt Period Version Status
Deferred Compensation Reports
899151 DCP 072003 1aof1 Ready to Begin
EEE 5017 PERS 072003 10af1 Ready to Bagin
[ Select | BO57 LEOFF 07/2003 1 of1 Ready to Begin
[ Select | 5017 PERS Ready to Begin
[Select | B057 LEOFF Ready to Begin
Employer Support Services
1-800-547-B657 ext. 47200, or 360-664-7200 e
drsermplover@drs wa.uov
Monday - Friday, 2:00 Ab - 5:00 PM (PST) LI
Washington State Department of Retirement Systems
WBET (DEFERRED COMPENSATION) My Services
Report Listing
Change Report
Deferral Change Report Gt Do
Printable Report
MARTHA CITY OF Help
Report Group: 825751 (DCPF) Exit
Report Period: 05/2003
Repaort Version: 1 of 1
Print | Save Copy To Disk
Tao print a paper copy of the report, click the 'Print' button
To sawe an electronic copy to a fils, click the 'Save Copy to Disk' button
Soc Sec Hum Participant Name Effective Pay Date Deferral Amount
111-33-3421 GROCHOWSKI, TMOTHY R 5/31/2003 900.00
222-11-3458 TYLER, ANNE 5/31/2003 100.00
Employer Support Services
1-800-547-BB57 ext. 47200; or 360-664-7200 =

7/23/2003
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Using the DRS Web-Based Services

3' Go tO the Deferral Washington State Department of Retirement Systems T EEEEEEE—
Detail screen tO enter WBET (DEFERRED COMPENSATION) %%
deferral amounts. Participant Deferral Detail i

. Printable Report
This screen shows the R O O 1 o0 fi

deferral amounts Repor Vv 1 a1
expected for each
participant. If you change
a deferral amount, When Total Deferral Amount:
ou click Save, the fotal ET
yh t th t ’ fth I Record Cornplete I~ Deferral Temporarily Suspended Deferral Amnum'l 60.00
snown a ctop o €
screen is updated.

Save | Submit | Search for SSN L Find}

SSH: 333-44-6565 Name: APPLEBY, WILLIAM ALAN Update Patticipant Info I

™ Record Complete I Deferral Tempararily Suspended Deafarral Armaunt: | 150.00

SSN: 444-55-6666 Name: BECK, CASEY ARTHUR Update Patticipant Info I

™ Record Complete ™ Deferral Temporarily Suspended Deferral Amount: | A00.00 _|
_TO temporarlly s Washington State Department of Retirernent Systems O —
Suspend a deferral. .. : WBET (DEFERRED COMPENSATION) &Mxﬁgm
. o Ch R
Check the Deferral Participant Deferral Detail BT?Q*:?ZT—DE{E%I“
. Printable Heport
MARTHA CITY OF
Tempora’rlly Suspended Report Group: 895751 (DCPF) ﬁ?
box. The Deferral Repar Veraan 1 a1
. eport Version: 1 of
Amount will go to zero.
g . Save | Submit | Search for SN «I
When you submit the
report to DRS, the
part1c1pant's deferral Wlll SSN: 222334444 Name: ALLEN, LAWRENCE OLIVER Update Participant Info I
b h d t d ™ Record Complete ™ Deferral Tempararily Suspended Deferral Amount: | RO.00
€ changed 1o ZEero an
. . SSN: 333446555 Name: APPLEBY, WILLIAM ALAN Update Participant Info I
Wl]il remalltl Zerorton t'l ™ Record Complete W Deferral Temporarily Suspended Deferral Amount: | 0.o0
suosequent reports unti
SSN: 444-55-6666 Name: BECK, CASEY ARTHUR Update Patticipant Info I
you unCheCk the bOX' ™ Record Complete ™ Deferral Temporarily Suspended Deferral Amount: | A00.00
When the box is =l

unchecked, the last
deferral amount on
record will be reinstated
for the participant.
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Using the DRS Web-Based Services

—To enter a
termination date or to
update profile
information...

Click on the Update
Participant Info button to
go to the Update
Participant Information
screen. You can enter an
employment termination
date or update a
participant's name,
address or birth date.
Click Save & Return to
save the changes and
return to the Deferral
Detail screen.

4. Use the Deferral Detail
screen to submit the
report.

When you are ready,
click the Submit button
to send the report to
DRS. You will be taken
to the Printable Report

Washington State Department of Retirermnent Systems
WRET (DEFERRED COMPENSATION)

Update Participant Infermation

MARTHA CITY OF

Report Group: 899751 (DCP)
Repart Period: 052003
ReportVersion: 1 of 1

My Semices
Report Listing
Change Report
Defarral Detail
Printable Report
Hels

Exit

Save & Return Feset Fields | Return I

Social Securnty Mo: 444-55-6666

First Name: * CASEY

i Mamednitial: [ARTHUR

Last Mame: * [BECK

4]

Use this screen to madify information for the participant. Fields with a red * must be completed. After you have made any
changes, click the Save & Return button. If 2 paricipant has a foreign address, please contact DRS for assistance

Participant Information

Employment Termination Date:

(MDD

of”

s Washington State Department of Retirement Systems
 WBET (DEFERRED COMPENSATION)

Participant Deferral Detail

MARTHA CITY OF

My Services
Report Listing
Change Report
Deferral Detail
Printable Report
Help

Report Group: 839751 (DCF) Exit
Report Period: 05/2003
Report Yersion: 1 of 1
Save | Submit | Search for SSN l— L Find}

Total Deferral Amount: 12,148 66

SSN: 222-33-4444 Name: ALLEN, LAWRENCE OLIVER

Update Participant Info I

screen.
™ Record Complete I Deferral Temporarily Suspended Deferral Amaunt: | 60.00
SSN: 333-44-6555 Name: APPLEBY, WILLIAM ALAN Update Participant Info I
I Record Complete I Deferral Temporarily Suspended Deferral Amaount: | 0.00
SSN: 444-55-6666 Name: BECK, CASEY ARTHUR Update Participant Info I
I™ Record Complete I Deferral Temporarily Suspended Deferral Amount; I 400.00
[
7/23/2003 Page 10



Using the DRS Web-Based Services

5. Use the Printable
Report screen to save a
copy for your records.
This screen shows any
changes you made to the
report. To print a paper
copy, click the Print
button. To save an
electronic copy in pdf
format, click the Save
Copy to Disk button.
(Pop-up windows will
display for completing
the print or save action.)

6. Make payment by

check or electronically.

* If you're paying by
check, click To Pay by
Check. On the
Printable Payment
Advice screen, enter
the payment number
then print the screen.
Mail the completed
payment advice along
with payment to DRS.

* If you're paying
electronically, click To
Make ePayment. You
can use the ePay
screens to submit
electronic payment.

Washington State Department of Retirement Systems
WBET (DEFERRED COMPENSATION) My Services
Report Listing

Employer Transmittal Printable Report Change Report

Printable Report

MARTHA CITY OF

Help
Report Group: 825751 (DCPF) Exit
Report Period: 05/2003
Repaort Version: 1 of 1
Report Status: Submitted [ 5/22003 11:39:31 AM by B. E )
Your changes have been successfully saved.
The report has been successfully submitted for processing.
REMINDER: Don't forget to save andfor print the report.
Print | Save Copy to Disk | To Pay By Check | To Make ePayment
To print a paper copy of the report, click the 'Print’ button
To save an electronic copy to afile, click the 'Save Copy to Disk' button
Participant Information Deferral Amount
222.33-4494 ALLEN, LAWRENCE OLIVER 60.00
FI-A45555 APPLEBY, WILLLAM ALAN 0.00
Deferral Temporarily Suspended
=
s Washington State Department of Retirernent Systems
4§ WBET (DEFERRED COMPENSATION) My Senices
Report Listing
Printable Payment Advice Change Report
Deferral Detail
Printable Report
Hel
MARTHA, CITY OF g?
Report Group: 839751 (DCF) p—
Print | Save Copy to Disk
This screen provides a printable payment advice for DCP dollars. To make payment to DRS
1. Enter the payment number below and print the screen or save a copy to disk. (If the payment number is
not available, print this screen and enter the payment number by hand )
2. Mail the completed payment advice along with payment to the address shown below.
Deferred Compensation Program Payment
Payment Number Report Period Report Version Amount
| 05/2003 | Tof [ 11,998.66
| | =l

7/23/2003
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Using the DRS Web-Based Services

Submitting a Regular Retirement Report

1. Access the Web-Based . Washinglon Siste Doparment o Ferement Systers N
Employer Transmittal 7. i VWEB-BASED EMPLOYER TRANSMITTAL (WBET) %\;g::tvﬁng
(WBET) application. Employer Transmittal Report Listing %ﬂ
The Report Listing
screen lists DCP reports
first, then regular The reports below are available for your arganization. Click the Select button to the left of the report ta begin
retirement GCO I'tS, then Rpt Group  System Rpt Period Version Status

Deferred Compensation Reports

Organization: |MARTHACITY OF |

COI’I‘GCthIl retirement [ Select | 899751 DCP (07/2003 10f1 Ready to Begin
. Regular Retirement Transmittal Reports

I'epOI'tS. Clle the Select [Select | 5017 PERS 07/2003 1af1 Ready to Bagin

button neXt tO the I‘eport [ Select | BOS7 LEOFF 0742003 1of1 Ready to Begin

you want to work with. It | ez 5017 PERS Reaty to Dgin

[Select | B057 LEOFF Ready to Begin

will take a few seconds
as the application Employer Support Servcos L

1-800-547-B657 ext. 47200; or 360-664-7200

drsemplover@ars wa o
downloads data. Mrjﬁun;v VDF?\;aV rss.;VUaAnﬁY 5:00 PM (PSTY = |

Eepaort Listing
In the boxes on the left- Repor Peros A Eftatle Recor
compensation, member

2' Use the Report Washington State Department of Retirement Systers D ] ™
Summary screen to WEET (REGULAR RETIREMENT) My Services
Employer Transmittal Summary Ear%ﬁq‘%
enter summary totals. Ermplorer MARTY A CITY OF au Erpljee
. Report Version: 10f1 Exit

hand side of the screen, Repor Satus: aves

enter the tOtal Save Submit Report

contributions, employer DETAILED SUMMARY INFORMATION

. .

COl’ltI‘lbuthl’lS, and hours Cumpena(iun : e Cumpena(iun - e

(OI‘ days) fOI’ each plan. Plan 1 0.00 Plan 1 3,000.00

Flan 2 0.00 Plan 2 57,000.00
Grand totals are Flan 3 .00 Plan 3 300,00
calculated for you. When Total OT— Total 93.000.00
you have er{tered the Member Contributions Member Contributions
amounts, click Save. Plan 1 b Plan 1 mm <
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Using the DRS Web-Based Services

3. Use the Earning Detail
screen to update
employee information.
This screen shows what

WBET (REGULAR RETIREMENT)

Employee Earning Detail

WARTHA CITY OF - 5017 (FERS)
Report Period: 0772003

YWashington State Department of Retirement Systems

My Semices j
Report Listing

Earning Detail

Add Employee

Report Summary

Printable Report

Heln

was reported previously
for each employee.
Review the status code,
hours, and compensation
for each employee and
make any changes
necessary. Member and
employer contributions
are calculated for you
based on the

Report Wersion: 1 of 1 Exit
Save Save & Edit Report | I” Ignore Warnings Search for S5N: «ID

Pages: 1 2

Add Earning Period
Update Member Info

I~ Delete Earnings Earning Period: 07/2003  Plan: 1 - 300000
Iember Cont.: |160.00

Type: 03 Status: |4 | Hours: [150.0
Employer Cont.: |39.60

To Top of Page  Sawe

11227777

Name: WEST, MAE

M Remove

™ Record Complete

[ |
compensation entered.
. =
_TO add an earnlng Washington State Depatment of Retirernent Systems
4§ WBET (REGULAR RETIREMENT) My Services
record... Report Listing
. . P : Earning Detail
Click the Add Earning Add Earning Period i Exployes
. Re_gun Summary
Period button to go to the MARTHA CITY OF - 5017 (PERS) Printable Report
Report Period: 072003 Help
Add Eamlng Pel’lod Report Wersion: 1 of 1 Eit
screen. Enter the earning
peI‘IOd, hOllI‘S (01‘ dayS fOI‘ Save & Return I Sawve & Continue Feset Fields | Feturn I
TRS 1)’ compensation, Enter earning information. To save and retumn to the Eaming Detail screen, click 'Save & Return'. To save
and continue adding earning information, click 'Save & Continue'.
status and type code. 111227777 Name. WEST, MAE
° TO add a Slngle Plan: 1 Earning Period: e Hours: |00 Compensation: |0.00
. . A w 03 >
earning record, click — -
Empl S Servi
Save & Return. The RS o 355472
: drsermployerEdrs wa.gov
Change Wlll be Saved Monday - Friday, 6:00 A - 5:00 P (PST)
and you'll return to the |

Earning Detail screen.

* To add multiple
earning records, click
Save & Continue.
You'll stay on this
screen and can add
other records. On the
last record, click Save
& Return.

7/23/2003

Page 13



—To enter an end date
or to update profile
information...

Click the Update
Member Info button to
go to the Update Member
Information screen. You
can enter an end date,
update a member's name
or address, update Plan 3
rate option or investment
program, or update a
member's birth date.
When done, click Save &
Return to save the
changes and return to the
Earning Detail screen.

Use the Add Employee
screen to add employees
to the report.

If you're reporting an
employee for the first
time or are reporting a
rehired retiree, input the
employee's SSN and the
Start Date, then click the
Employee Lookup
button. If you're adding
someone to the report
who used to work for
you, input just the SSN
and no Start Date, then
click the Employee
Lookup button.

Using the DRS Web-Based Services

Washington State Department of Retirermnent Systems

WRBET (REGULAR RETIREMENT) Iy Services
Eeport Listing

Update Member Information Earning Defall
Add Employee
Report Surnmary

MARTHA CITY OF - 5017 (PERS) Erintable Report
Report Period: 07/2003 Help
Reportiersion: 1 of 1 Enit

Save & Return Fieset Fields | Feturn I

Wodify information as necessary for this member. Fields with red * must be completed. After you have completed your
changes, click the Save & Return button. If a member has a foreign address, please contact DRS for assistance

Member Information
Social Security MNo: 1NM-22-7777
Plan: 1

To Top of Paie

Eligibility Dates
Eligibility Start Date: 081771992 Eligibility End Date: I DDAV Y
To Top of Pane

L

3 Washington State Department of Retirerment Systerns

:} WBET (REGULAR RETIREMENT) My Services
Report Listing
Earning Detall

Add Employee to Report P
Repart Summary

MARTHA CITY OF - 5017 (PERE) Printable Report
Report Period: 07/2003 Hg\g
Report Wersion: 1 of1 Bt

Employee Lookup I ResetFields |

Enter the appropriate information below, then click the Employee Lookup button.
Employee Information
Social Security Mo: *

If you are reporting an employee for the first time, also enter an Eligibility Start Date:

Start Date: (WRFDDAY YY)

Emplayer Support Services
1-800-547-6657 ext. 47200; or 360-664-7200
drsermplovergdrs wa.gov

Monday - Friday, 8:00 AM - 5:00 PM (PST)

Ll
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—If you are reporting a
new employee for the
first time...

You will go to the Add
Member screen. The
application will assign
the individual to the
proper retirement plan.
Input the employee's
name, address, birth date,
and gender. Click the
Save & Continue button.
The profile information
will be saved and you
will be taken to the
Earning Detail screen.

—If you are reporting a
rehired retiree...

You will go to the Add
Retiree screen. Indicate
whether the retiree is
returning to an eligible
position, an ineligible
position, or has elected to
return to membership.
Click the Save &
Continue button. The
profile information will
be saved and you will be
taken to the Earning
Detail screen.

—If you are reporting
someone who used to
work for you...

You will be taken to the
Earning Detail screen
and can add the earning
record.

Using the DRS Web-Based Services

Washington State Department of Retirement Systers
WBET (REGULAR RETIREMENT)

Add Member to Report

MARTHA CITY OF - 3017 (PERS)
Repart Petiod: 072003
Repart VYersion: 1 of 1

bty Services
Eepart Listing
Earning Diatail
Add Employee
Beport Surnmary
Printable Repott
Heln

Euit

Save & Continue Fieset Fields

When reporing an employee for the first time, fields with red ® must be completed. After you have completed all of the necessary
fields, click the Save & Continue button. If a member has a foreign address, please contact DR for assistance.

Member Information

Social Security Mo: 111-22-3333
Plan: 2
To Top of Paie

Eligibility Start Date

Eligibility Start Date: 07i01i2003
To Top of Paie

[
[
% Washington State Department of Retirement Systems
:}  WBET (REGULAR RETIREMENT) My Services
Beport Listing
Add Retiree to Report Earning Defail
Add Employee
Repart Surmmary
MARTHA CITY OF - 8017 (PERS) Printable Report
Report Perigd: 0712003 Help
Report Wersion: 1 of 1 Esit
The member is retired from the following Sys/Planis): PERS1
Save & Continue Reset Fields |
This individual is a retiree. Specify whether or not the position is retirement eligible. Do not select "Retumn to Active Membership”
unless the retiree has notified DRS that he/she has elected to reestablish membership. Fields with red *must be completed
Social Security Mo: 111-44-8888
Mame: GABLE, CLARK
Start Date: 07012003 _
Please specify below, whether the position is retirement eligible:*
& Eligible position
© Ineligible position
© Returm to Active IWlernbership (retiree must contact DRS if they are reestablishing membership ) ;l

7/23/2003
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5. Use the Earning Detail

screen to edit the report
before submitting.
After you have made all
the necessary changes to
your report, click the
Save & Edit Report
button. The report data
will be edited and any
errors will be identified.

—If there are errors in
the report...

You will see the Report
Edit Messages screen. A
red message indicates a
critical error that must be
fixed before you can
submit the report. A
yellow message indicates
something that should be
reviewed but the report
can be submitted with
this information.

Using the DRS Web-Based Services

YWashington State Department of Retirement Systems _— j
WBET (REGULAR RETIREMENT) My Services

Report Listing

Earning Detail

Add Employee

Report Summary

Printable Report

Employee Earning Detail

MARTHA CITY OF - 5017 (PERS)

Report Period: 0772003 Help
Report Wersion: 1 of 1 Exit

Save Save & Edit Report | I” Ignore Warnings Search for S5N: «ID

Pages: 1 2

Add Earning Period
Update Member Info

I~ Delete Earnings Earning Period: 07/2003  Plan: 1 - 300000
Iember Cont.: |160.00

Hours: [150.0
Employer Cont.: |39.60

To Top of Page  Sawe

11227777 MName: WEST, MAE

M Remove

™ FRecord Compiste  1¥PE: 03 Status: A j'

[ |
Washington State Departrment of Retirerment Systems _——————— ;I
i} WBET (REGULAR RETIREMENT) My Services
Repart Listing
Report Edit Messages Earning Detal
P d Add Employee
Eepart Summary
MARTHA CITY OF - 5017 (PERS) Printable Report
Report Periad: 072003 Help
Report Wergion: 1 of 1 Euit
The report has been edited and the following problems were found.
A*red edit message indicates an error that must be corrected
Save & Edit Report ™ Ignore Warnings |
SSN: 11122-T777 Name: WEST, MAE
M Remove Employee Record Fram This Report etttz Wiemiasy i
" Delete Earnings Eaming Period: 07/2003  Plan:1 Cnmpensatmn'llUUU 00
W el e Type:03 Status:|B | Hours:[150.0 MemherCnm'lWBU.UU
Employer Cnm'|39 60
* Comp, Contrib & Days/Hrs must be 0 with the reported Status Code. 5l

7/23/2003
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—If there are NO
errors in the report...
You will stay on the
Earning Detail screen
and a message will
indicate the report has
been successfully edited.

6. Use the Report

Summary screen to
update summary totals
and submit the report.
If you made changes to
the report, you will need
to recheck the report
summary totals. The
totals on the left-hand
side of the screen must
match the totals on the
right-hand side. If they
don't match, adjust
amounts on the Earning
Detail screen or reenter
totals on the Report
Summary screen. When
the totals match, click the
Submit Report button.

Using the DRS Web-Based Services

Washington State Department of Retirerment Systems
i} WBET (REGULAR RETIREMENT) Iy Services

Repart Listing

Earning Detail
Add Employee
Eeport Summary
MARTHA CITY OF - 5017 (PERS) FPrintable Report
Report Perind: 07/2003 Help

Report Wersion: 1 of 1 Exit

Employee Earning Detail

The report has been successfully edited.

Save Save & Edit Report | I~ lgnore Warnings

Search for SSN: @

Pages: 1

Add Eaming Period
Update Member Info
Cnmpensatmn'llﬂﬂﬂ oo

Member mm-lW 60.00
Employer Cnm'|39 ]

Type:03 Status: |~ | Hours:|150.0

[~ Record Complete

To Top of Page Save

(T

[
3 Washington State Department of Retirerment Systerns
:} WBET (REGULAR RETIREMENT) My Services
Beport Listing
i Earning Detall
Employer Transmittal Summary o Ere
Employer. MARTHA CITY OF Report Surmmary
Report Group: 5017 (PERS) Erintable Report
Repart Petiod a7/2003 Help
Repart Version: 1 0f1 Euit
Report Status: Saved
Save Submit Report
DETAILED SUMMARY INFORMATION
Summary Totals Entered by Employer Summary Totals Calculated per Report Detail
Compensation Compensation
Plan 1 3.000.00 Plan 1 3,000.00
Plan2 fid,000.00 Flan 2 64,000.00
Plan3 3.000.00 Plan 3 3,000.00
Total 90,000.00 Total 90,000.00
Memher Contributions Member Contributions
Plan 1 150.00 Plan 1 180,00 |

7/23/2003
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Using the DRS Web-Based Services

7. Use the Printable
Report screen to save a

Washington State Department of Retirement Systers
WBET (REGULAR RETIREMENT)

bty Services

Eepart Listing
Employer Transmittal Printable Report Earning Detal
copy of the report. . 2d Emploee
mployer; MARTHA CITY OF REeport Summary
. : Report Group: 5017 (PERS) Printable Report
This screen prOVldeS a Report Period 0772003 e
. . Report Version: 10f1 Exit
record of the information Repar Status: Sukmitted  7/17/2003 12:19:28 PM by B. Employer )
: : Summary information has heen fully itted for pr ing by DRS.
m yOLlI‘ I‘epOI't TO prll’lt a REMINDER: Don't forget to save and/or print the report!
paper Copy’ Clle the Frint Report I Sawe Reportto Disk | To Pay By Check | To Make ePayment I

Print button. To save an
electronic copy in pdf
format, click the Save
Copy to Disk button.
(Pop-up windows will
display for completing
the print or save action.)

8. Make payment by
check or electronically.

* If you're paying by
check, click To Pay by
Check. On the
Printable Payment
Advice screen, enter
the payment number
then print the screen.
If you have Plan 3
payments, click Create
Plan 3 Payment
Advice and complete
that screen. Mail the
completed payment
advices along with
payment to DRS.

* If you're paying
electronically, click To
Make ePayment. You
can use the ePay
screens to submit
electronic payment.

To print a paper copy of the report, click the 'Print Report’ button.
To save an electronic copy to a file, click the 'Save Report to Disk’ button

Mermnber Detail Information

Plan 1

MZ2TTIT WEST, MAE Birth Date: 05/29/1942
Compensation hbr Contrib Emp Contrib Hours
Earn Period: O7/2003  Status: A Type: 03 3,000.00 160.00 30 60 150 0
Plan 2
33448658 FIELD S, W.C Birth Date: 10/26/1950
Compensation hbr Contrib Emp Contrib Hours
Earn Feriod: DF/2003  Status: A Type: 03 3,000.00 18.50 30.60 150.0 LI
3 Washington State Department of Retirerment Systerns
:} WBET (REGULAR RETIREMENT) My Services

Beport Listing
Earning Detall
Add Employee
Repart Surmmary
Erintable Report
Employer: MARTHA CITY OF Help

Repart Group: a017 (PERS) Euit

Printable Payment Advice

Print Save Copyto Disk

This screen provides a printable payment advice for retirement dollars. To make payment to DRS:

Create Plan 3 Payrment Advice

1. Enter the payment number below and print this screen. (if the payment number is not available, print this screen
and enter the payment number by hand.)
2. Mail a copy of the completed payment advice along with payment to the address shown below.

Plan 1 & Plan 2 Paythent
Payment Number Report Periodimmice # Amount

07/2003 219.60

[

7/23/2003
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Using the DRS Web-Based Services

Submitting a Correction Retirement Report

1. Access the Web-Based . Washinglon Siste Doparment o Ferement Systers N
Employer Transmittal % i VWEB-BASED EMPLOYER TRANSMITTAL (WBET) %\;g::tvﬁng
(WBET) application. Employer Transmittal Report Listing %ﬂ
The Report Listing
screen lists DCP reports
first, then regular The reports below are available for your arganization. Click the Select button to the left of the report ta begin
retirement GCO I'tS, then Rpt Group  System Rpt Period Version Status

Deferred Compensation Reports

Organization: |MARTHACITY OF |

COI’I‘eCtlon retirement [ Select | 899751 DCP (07/2003 10f1 Ready to Begin
. Regular Retirement Transmittal Reports

I'epOI‘tS. Clle the SeleCt [Select | 5017 PERS 07/2003 1af1 Ready to Bagin

button neXt tO the I‘eport [ Select | BOS7 LEOFF 0742003 1of1 Ready to Begin

you want to work with. [Select 5017 PERS Ready to Bagin

[Select | B057 LEOFF Ready to Begin

Employer Support Services

1-800-547-B657 ext. 47200, or 360-664-7200 e
drsermplover@drs wa.uov

Monday - Friday, 2:00 Ab - 5:00 PM (PST) LI

Employee Lookup I Feset Fields |

WBET (CORRECTION RETIREMENT) Iy Services
to the report. A Ermpicyes
Help
correction report that is
Screen. If you are maklng Enter the appropriate information below, then click the Employee Lookup button,

2' Use the Add Employee Washington State Department of Retirement Systers D ] -
screen to add employees ReportLEtg
Add Employee to Report Earning Detail
Beport Summary
When you select a MARTHA CITY OF - 5017 (PERS) Puntable Repor
Report Period: 06/2003 Exit
Ready to Begin, you will
go to the Add Employee
.
a correction for an Social Secuy No. ,—
employee who is already

If you are reporting an employee for the first time, also enter an Eligibility Start Date

On yOLlI" regular Start Date: (MDD ¥ YY)
retirement repqrt, type Eomioyer Sampart Sorsces
the S SN and Cth the ;}222’%5?;';65;’?&:72030, or 260-664-7200

Monday - Friday, 8:00 AM - 5:00 PM (PST)

Employee Lookup =l
button. If you are

reporting an employee

for the first time, type the

SSN and Start Date then

click Employee Lookup.
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Use the Earning Detail
screen to make changes.
* If you need to correct
earning information,

click Add Earning
Period and enter the
earnings information.

* If you need to report
an end date or update
profile information,
click Update Member
Info and make the
changes.

* If you need to add
others to the report, go
to the Add Employee
screen and repeat steps
2 and 3.

4. When you're done, save

and edit the report.
After you have made all
your corrections, click
the Save & Edit Report
button.

e If there are errors in
the report, you will go
to the Report Edit
Messages screen. You
will need to correct
any critical errors
before submitting the
report.

e If there are NO errors,
you will stay on the
Earning Detail screen
and a message will say
the report has been
successfully edited.

Using the DRS Web-Based Services

Washington State Department of Retirement Systers
WBET (CORRECTION RETIREMENT)

Employee Earning Detail

MARTHA CITY OF - 5017 (PERS)
Report Period: 06/2003

The member detail information has been successfully saved.

bty Services
Eepart Listing
Earning Detall
Add Employee
Beport Surnmary
Printable Repott
Heln

Eit

Save I Save & EditReport ™ Ignore Warnings

Search for S5 @

1111-1122 Name: LEE, BRUCE

Wl Remove E ard From This Report
ToTop of Paie Save

Pages: 1
Add Earning Period
Update Member Info

Pages: 1

Employer Support Services

1-800-547-6657 ext. 47200; or 260-664-7200 LI
3 Washington State Department of Retirerment Systerns
:} WBET (CORRECTION RETIREMENT) My Services
Report Listing
i i Earning Detall
Employee Earning Detail s Er e
Repart Summary
Erintable Report
MARTHA CITY OF - 5017 (PERS) Help
Repart Period: 06/2003 Euit
The report has been successfully edited.
Sawe Sawve & EditReport ™ lgnore Warnings Search for SSN: L Find]
Pages: 1
SSN: 111111122 Mame: LEE , BRUCE Add Eaming Period
M Remove E Record From This Report gttt Wiemizen i
™ Delete Earnings Earning Feriod: 06/2003 Flan: 2 Cnmpensatmn'lamﬂ 00
™ Record Complte Type:03 Status: |~ ™| Hours:[100.0 MemherCnm'IHDD
Employer Cont: [26 40
To Top of Page Save =

7/23/2003
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Using the DRS Web-Based Services

5' GO tO the Report Washington State Department of Retirement Systers — -
Summary screen, enter

WBET (CORRECTION RETIREMENT) Iy Services

Bepart Listing
summary tOtalS and Employer Transmittal Summary AZ;DIF@;“%S?;T:;
. Employer: } MARTHA CITY OF Prewﬁt?ableu&m;rrty
Submit the report. it et
In the boxes on the left- Report Stalus Fave =

hand side of the screen, S
enter plan totals for

compensation, DETAILED SUMMARY INFORMATION

. . Summary Totals Entered by Employer Summary Totals Calculated per Report Detail
contributions, and ety Compensation

hours/days. Grand totals Flanz oo Plan2 o
are calculated for you. fotel b0 Total 5 000,00
When you have entered Hember Contibuions - _ Member Canibuiors i
the totals, click the ot e — o N

Submit Report button.

6' Use the Prlntahle 3 Washington State Department of Retirerment Systerns _— T
}  WBET {(CORRECTION RETIREMENT,
Report screen to save a ‘ : Seaaicine
i i Earning Detall
copy Of the report. Employer Transmittal Printable Report T
Lo Emplojer. MARTHA GITY OF Mgﬁn;ﬁli“gg;jn
After submitting the R e
report yOu are taken tO Report Status: Submitted (7M1 7/2003 2:18:48 PM by B. Employver ) Exit
)
. S infi ion has b full itted fi ing by DRS.
the Prlntable RepOI't R:mm;gﬁ:“nzm?;?;m :; s:::andmr primythe report! e oy
Screen' Thls screen Print Report I Sawve Repartta Disk | Tao Pay By Check | To Make ePayment I
provides a summary of -

To print a paper copy of the report, click the 'Print Report’ button

the report data. To print a To save an electranic copy to = file, click the 'Save Report to Disk’ buttan,

paper copy of the report,
click the Print Report e e o wa o e ———

button. To save an oo momm e o
electronic copy in pdf oo™
format, click the Save

Report to Disk button.

(Pop-up windows will

display for completing

the print or save action.)
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Using the DRS Web-Based Services

Print Save Copyto Disk

This screen provides a printable payment advice for retirernent dollars. To make payment to DRS

7. Make payment by I
WBET (CORRECTION RETIREMENT) Iy Services
Eeport Listing
. If ' . b Printable Payment Advice Eaining Detal
you re paylng y Beport Surnmary
CheCk, click To Pay by Erployer MARTHA GITY OF mable fewat
Report Group: 8017 (PERE) Exit
Check. On the
Advice screen, enter
the payment number
. 1. Enter the payment number below and print this screen. (if the payment number is not available, print this screen
then print the screen. and st the paymant numbe by hand.

Washington State Department of Retirement Systers
check or electronically.
Add Employee
Printable Payment
2. Mail a copy of the completed payment advice along with payment to the address shown below.
If you have Plan 3

payments, click Create | e Pian Renort Periodimoice # amount

Plan 3 Payment — = T | 550

Advice and complete r [ ! | o
that screen. Mail the

completed payment

advices along with
payment to DRS.

* If you're paying
electronically, click To
Make ePayment. You
can use the ePay
screens to submit
electronic payment.
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Using the DRS Web-Based Services

Submitting an Electronic Payment

1. Access the Electronic
Payment (ePay)
application.

The first screen is called
Payment Advice Listing.
To create a payment
advice, select the
organization, input the
month and year of the
report period, then click

the New Payment Advice

button.

Note: If you have already

created a payment
advice, it will display on
the bottom of the screen
and you can click the
Select button to access it.

2. Provide the payment
information.
You will be taken to the
Payment Advice screen.
In the Amount column,
input the appropriate
payment amounts for
each system and plan.
The total amounts are
calculated for you.

Washington State Department of Retirement Systems —_— =
PAYMENT ADVICE My Senices

Payment Advice List
Payment Advice Listing ?tﬂ

Exit

To create a new payment advice, select the appropriate organization and reporting period then click the MNewy
Fayment Advice button

Organization: | WASHOUGAL CITY OF » Report Period: (MMYYYY) I Mewr Payment Advice

Employer Support Services
1-800-547-6657 ext. 47200; or 360-664-7200

drsemployengdrs wa. gov
Wonday - Friday, 8:00 AM - 5:00 PM (PST)

|
Washington State Department of Retirement Systems _— =
PAYMENT ADVICE Iy Services
Payment Advice List
Payment Advice gf!
Eut
Employer: WASHOUGAL CITY OF
Report Period: 01/2003
Retirernent Due Date: 241572003
Add Invoice Add WBET Amounts | Save | Delete I Submit I
Please enter the payment amounts and select the scheduled payment date. Then you can either save the
payment advice for later editing and submission, or you can submit now by pressing the "Submit" button
Report Group f Invoice #
bpcp 899562 I 0.00
Tatal Amount for DCP 0.00
LEOFF B125 I 0.00
PERS 5062 I 0.00
=
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—To make payment on
an invoice...

Click the Add Invoice
button to access the pop-
up window. Type the
Invoice Number and
click the Continue
button.

You will return to the
Payment Advice screen.
The invoice will appear
under the appropriate
system and plan. Input
the amount you are
paying and click Save.
You can submit payment
for all or part of the
invoice amount.

Using the DRS Web-Based Services

R IR R e AR ROl 23 Electronic Payments - Microsoft Internet Explorer
PAYMENT ADVICE R

Add Invoice
Payment Advice

Erployer: WYASHOUGAL CITY OF
Ermplayer WAS Report Period: 012003
Report Period: 01420
Retirement Due Date:  2/157

Enter the invoice number you would like to add then press the Continue
button to return to the payment advice. Remember to enter the payment
amount on the payment acvice.

lnvoice |
\

Add Invoice Add WEET Amour

Please enter the payment amounts
payment advice for later editing anc

Report Group i |

=10l

Deferred Compensation Progral Cance |
DCP 899562
Plan1Payments | H
LEOFF B1Z8 | 0.00
PERS  50R2 | 0.00
|
Payment Advice %ﬁ =l
Exit
Ernployer: WEASHOUGAL CITY COF
Report Period: 01/2003
Retirement Due Date:  2/15£2003
Add Invaice Add WEET Amourts | [Save| Delete | Subrmit |
Please enter the payment amounts and select the scheduled payment date. Then you can either save the
payment advice far later editing and submission, or you can submit now by pressing the "Submit" button
[Action|System|Report Group  Invoice # e

DCP 688562

I 0.00

Total Amount for DCP 0.00

LEOFF B128 I 0.00
PERS 5082 I 0.00
XK PERS  #327358 I 0.00

Total Amount for Plan 1 0.00
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Using the DRS Web-Based Services

—To pull payment
totals from WBET...
Click the Add WBET
Amounts button to access
the pop-up window. You
will only see a WBET
report listed if it has been
submitted to DRS and
has the same report
period as your payment
advice. Check the report
group(s) you want to add
and click the Continue
button.

You will return to the
Payment Advice screen.
The amounts from the
WBET report will be
broken out by system and
plan and added to the
appropriate columns.
These amounts should
match the system/plan
amounts shown on the
Printable Report screen
in WBET. Click Save to
save the changes.

e et A Ll 4l A Electronic Payments - Microsoft Internet Explorer oy [m] ] K]
PAYMENT ADVICE B
Add WBET Amounts
Payment Advice
Ermployer: WASHOUGAL CITY OF
Employer WAS Report Period: 012003

Report Period: 01420
Retirement Due Date:  2/157

Select the transmittal(s) you would like to add to your payment advice

below
Report| . [
Groug Sretemversionfrpe | Amount

Add Invoice Add WEET Amour

Please enter the payment amounts
payment advice for later editing anc

o eqular 211
" B128 LEOFF 1 of 1 Regul 4211.60
|Action|System|Report Group I
bpcp 899562
Plan1Payments _
LEOFF B128 | 0.00
PERS 5062 I 0.00
— |
=l
Add Invoice Add WEBET Amounts | Delete I Submit I
Flease enter the payment amounts and select the scheduled payment date. Then you can either save the
payment advice for later editing and submission, or you can submit nows by pressing the "Submit" button
Action|System|Report Group {Invoice #
DCP 899562 I 0.00
Tatal Amount for DCP 0.00
LEOFF B123 I 6.60
PERS  50A2 | 0o s
X PERS #327358 I 0.00
Total Amount for Plan 1 6.60
LEOFF B125 I 4.205.00
PERS 5062 I 0.00
Total Amount for Plan 2 4.205.00 LI
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Using the DRS Web-Based Services

3. Enter the scheduled PlanPaymerts
LEOFF  B126 | B0
payment date and pERS 0 —
submit payment. ¥ PERS #2735 I 000
YOu can SeleCt the Total Amount for Plan 1 B.E60
‘1
payment date by clicking LEOFF D178 [ mm
on the calendar icon at PERS  E02 [<]  February2003  [2] [ m
the bottom Of the screen Sun|[Mon|[Tue|Wed|Thu [Fri[sat Total Amount for Plan 2 4.208.00
. Plan3Payments [
and picking the date from olg B & 5 & 7l 5
the calendar pop-up. Or o o u 2 13 wls =
pop-up P PERS 5052 e = o o ] 0.00
you can type the date B s s m o
dlreC’tly m the Payment Total Amaount for Plan 3 0.00
Date field. When the — _
. . Total Payment Amuoun 4211.60
pa'yment adVlce 1S ready9 Scheduled Date UfP;y.men:’(M.MJ;DNYYY: li
Cllck the Submlt buttOl’l at (The date must be 3 banking days in the future.] LI
the top of the screen.
—If there is an error,
you'll see an error
message. You will need
to correct the error and
resubmit.
4. Save a copy Of the \;\f;ﬂ;g};nl“%\?’:(e:gepanmem of Retirement Systems I =1
. Payment Advice List
payment advice for Completed Payment Advice %tﬁ
your recorfis: Employer: _ WASHOUGAL CITY OF
After submitting the Reframent e Dot 21 52003
payment adVlCe’ you are Successfully Submitted
taken tO the Completed Print Save Copy to Disk
Payment Advice screen.
. This is your complated payment advice. To print a paper copy for your recards, click the 'Print’ button. To save
TO pr]nt a paper Copy’ an electronic copy to a file, click the 'Save Copy to Disk! button L
click the Print button. To
save an electronic copy Deferred Compensation Program Payment |
. . DCP 899362 0.00
m pdf format, click the Total Amount for DCP 0.00
; PlantPayments
Save COpy to DISk_ LEOFF Biz8 B.E0
button. (Pop-up windows PERS 082 0.0
. . PERS #327358 000
Wlll dlSplay fOI' Tatal Amount for Plan 1 B.60 =l
completing the print or
save action.)
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Using the DRS Web-Based Services

Logging Off

1. When done using the
applications, click the
Exit link.

You will see a pop-up
window asking you to
confirm that you want to
exit. If you do, click OK.
If you don't, click Cancel
and you will return to the
application.

2. Use the Exit screen to
finish logging off.
When you're done
working, you should
close the browser
window that is open on
your computer. Doing so
will protect data in the
application and keep
others from being able to
access it through the
Internet. To complete
logging off, click the
Close Browser button.

Employer Transmittal Report Listing

% Washington State Department of Retirement Systems
 WEB-BASED EMPLOYER TRANSMITTAL (WBET)

Organization: IMARTHA CITY OF

The reports below are avail pm

Deferred Compensation I You have chosen to exit the application. Do you wish to continue?

ll of the report to beain.

Microsoft Internet Explorer

Rpt Group

399751
[ Select ] 5017 FER 0472003
[ Select BO57 LEOFF 0412003
[Sefect 5017 PERS
[Select BOS7 LEOFF

Employer Support Services
1-800-547-6657 ext. 47200; or 360-664-7200

dAraermnlavar@idrs wa ame LI
E ic|)
8|
Exit
Thank you for using the Washington State Department of Retirement Systems' electronic services. To
ensure information is kept secure, when you're finished with your reparting please close your browser.
Close Browser
If you have exited by mistake and want to return to your online reporting, you must logon to the
application again. Logon to DRS Electronic Services
Employer Support Services
1-800-547-6657 ext. 47200; or 360-664-7200
drsermploverfidrs wa.qo
Monday - Friday, 8:00 AM - 5:00 PM (PST)
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Using Online Help

1. If you need help while
using the applications,
click the Help link.
You will see a separate
browser window open.
Help topics display on
the left-hand side of the
window. To view help
topics alphabetically,
click on the word Index
at the top. The default is
to view help topics by
content.

2. In the help window,
click on a topic on the
left side to display help
content on the right.
When you click on a
content area in the left-
hand side of the window,
a drop-down menu shows
help topics. When you
click on a topic, the help
content displays on the
right-hand side of the
window. Read through
the information to find
what you need. When
you are done, click the
Close Help button.

] WBET Help - Microsoft Internet Explorer
Washington State Department of F

JF\\e Edt View Favorites Tools Help ﬁ
WBET (REGULAR RETIREMENT)

Employee Earning Det i Online Help for WBET

These pages provide help for submitting regular
retirement reports through the Web-Based Emplayer
Transmittal (WEBET) application. You can resize or
maove the help window as desired. When you are
done, close this help window.

MARTHA CITY OF - 5017 (PERS) IR

Report Period: 0472003
Report Wersion: 1 of 1

Report Listing
Earning Detail

Add Employee

Report Summary To use online help

Save Save & Edit Report | I~ Ignoi

Printable Report

E Close Help

» Click on an item in the colored har at left to
expand the list of topics. The "Content” menu
lists topics by subject; the "Index” menu lists
topics alphabetically

s Click on a topic to display help information in
this right-hand window:.

For instructions on printing

I fecord Complete TYPE: 03 Status: A » See Printing frorm WEET.

To Top of Page

a WBET Help - Microsoft Internet Explorer

YWashington State Department of F
WBET (REGULAR RETIREMENT)

JF\\e Edit View Favarites Tools  Help i]

Employee Earning Det [Biiail Using the Screen

You can perform any of the following functions from
the Earning Detail screen.

MARTHA CITY OF - 5017 (PERS) IRt

Report Period: 0472003
Report Wersion: 1 of 1

Report Listing
* Earning Detail Updating an Earning Record
Using the Screen
What B "imatien Displays
Add Esfing Perlod
Update Member Info
Update Retiree Infa
Report Edit Messages

To update an employee's earning record:

Save Save & Edit Report | I~ Ignoi

1. Review the status code, hours,
compensation, and contributions shown
(These are the amounts previously reported
for the employee.)

Update the values as necessary

Click Save.

Add Employee
Report Summary

2
Printable Report 3.

E Close Help

531-40-2096

N R =0

: Adding an Earning Record
I~ Delete Earnings  Earning Period: 042000

To add an eamning record for an employee:

[T Record Complete

Type: 03 Status: IA__
1. Click the Add Earning Period button

_ 2. Input the appropriate eaming period, status

code, type code, hours, and compensation
To Top of Page EE———
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Some Helpful Hints

Logging On,
Navigating,
Saving Data

Passwords are case sensitive. When logging on, be sure to
type your password exactly.

Use the TAB key to move from field to field. Do not use
the ENTER key.

Use the links in the top right corner to move to other
screens. Do not use the BACK button in the browser.
Save work often so you don't lose it.

Using the WBET
Application

For Retirement Reporting

Use the Update Member Info screen to report an
employee's end date. You don't need to report the "S"
status code, just the end date. If you need to correct a
reported begin or end date, contact DRS.

You can't change address information for retired or
deceased members.

If your report is large, use the SSN search feature to find a
particular employee on your report.

The application calculates contribution amounts for you
but you can adjust these amounts.

You must click Save & Edit before submitting a report.
When you edit a report, the application will display an
error message if you have made a mistake.

If paying by check, you can print a pre-filled Payment
Advice form and mail it to DRS with your payment.

For DCP Reporting

Any changes from the prior report are shown on the
Change Report.

If your report total is negative, contact DCP Accounting
for assistance at 1-800-423-1524.

If paying by check, you can print a pre-filled Payment
Advice form and mail it to DRS with your payment.

Using the EPAY
Application

The application calculates payment totals for you. To
adjust these totals, enter new detail amounts.

You can only add WBET amounts if a transmittal report
has been submitted through the WBET application and has
the same report period as the payment advice.

Once a payment advice is picked up for processing, you
can view it but can no longer make any changes. Once
processing completes, the payment advice no longer
displays on the Payment Advice List screen.
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